Six Step Summary Sheet

Creating Groups

	1. Select Groups from Admin Menu
	2. Set Up Group and Click to Save
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	3. Highlight Group name and Add Participants
	4. Select Participants and Add
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The group has now been created ...

... but it currently has 0 members ~ If

Be sure the group is selected ... ‘

\

... then click here to add members
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	5. Ctrl+Click to add multiple Participants at once
	6. Select and Remove
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